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assisting country teaks to yr*~ 

ZSZJfSS ? u r overhead kuacstfto 

to Mc ° ,a ®* od «ec«pi*nte & <mimg 
sstou&ts by Chief of 3BStrteioii # end to i«Mt budget to KB/?, 

%'*'*'* tZulT 8 ^* ®^wat yeer budget including reQuaot for el lotasat 
^teL^SLSli? 4 ® 3 * sufcalloteant to field, aaalysi* of status of allot* 

ISS»*S < .tft«(«r ,W * t * 11 ® to " t *Wrt SMiodfcaU, M 

>uS «* t ***** BitUlm ul 

ouagex arncti of other divisions on budgetary oat tars • 

f 1 n> *rt.i T L!SSlr\ Tf * for of oaorg. o«l Oflta. wtt 

.il efflatltutiag « (& ligation 


I. To establish ana aaiut&is a detailed obligation record for heed- 
qmrur» amount. and .««, r«oni of „,ld aljJSlS.'SS «"£££ 

dbUgfucw. rft ^ 0rt a °° tiay °° obIi ^ tiori3 * e xpeaditurc 6 ami unliquidated 
3. to moist finance division in Identification of account charges. 

tmsk 

travel) *2 2^2**^ ^ vU1 f *** vei <*«•** (except inter-arca field 
IT1*a!+ ^ qU ®*! S i0r tnivel «*«««* and to assist In preparation and 

lLSLl°^nL; tr&VeI ' P ° r SC ^ r&U ° n •“««*■* «* otter 

2. To publish periodically * "Travel containing ird’orsanm an 
SmsiL. trAV,Sner# d ® Stlr;aUoK 5aU ' s travel performed by or for the 

* , T ° * atervi « v arriving and departing travellers with respect 
to travel orders, vouchers, CPS procedures, etc. 


4. To advise division on ell travel proble sas . 
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To process all elates of M Division regarding elates against 
tbs government or government a^atest tbs individual covering such 
categories m household effects, trawl, per dim, living allowance, 
overt tee, auto aatetenaoce, lose of funds, etc. 

2. To Investigate justification and legality of elate and to submit 
elate to appropriate officials. 

Ssa&k 

1. To act as esatral Division point for distribution and later 
submission of all headquarters ttee and. attendance cards to Finance Office 
and to distribute salary cheeks. 

2. To develop estimates and prepare overtia* requests for submission 
to tbs budget Division and report Monthly m ovsrttes worked. 

3. TO handle Division payroll problems regarding over or under paya sa t 
ot salary and allowances, to advise on natters of salary, re ti resent, taxes. 
Insurance, b«3 for®*, ate., with respect to Agency, Civil iierrlee, Treasury 
sad OAQ regulations, and maintain liaison and follow-up with finance Divi- 
sion on such prufei etas. 

SfflMLhaam (Other Than Staff) 

1. To Ma int a i n Division locator file on all covert (except staff) 
employes* and to act as contact point with respect to administrative 
problems with respect to this category of personnel. 

2. To assist operating sections in obtain leg contracts, renewals or 
acandmmts on covert personnel. 

&&£ Mtlcasx.wad Itelxm functions 

1. To review sad advise oo proposed regulation* when requested and 
to advise the Division on interpretation of Agency financial regulations. 

or extended projects, sdmlnis trail vs plane for subsidy or proprietary pro- 
jects, and other special problems. 

3. To develop and implement budget sad fisesi procedures for the 
Division both departmental ly and field. 
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Security Information 

Otfcgjf 

X. Xo beadle special Credit (talon setter* relating to problems of field 
eeplayecs. 

3. to mitxUAn Division petty cash fusa for taxi ferae. 

3 , Xo coordinate end release Finance Sivision dispatch*# to %l& 

If field stations and to coordinate Finance Oivlsioa cable*. 

la review ell iocooine correspondence fro® the field with respect 
to finaacl el. setters end fcarwsrd to Fiwwace division or other offices for 
sc tier.. 


5, f© Mdaiela a complete set of Ageaey sod >d*0lw« reguiatlmi*, iiss- 
t ructions, ootices, handbooks, etc. 

6. Xo perform ell functions is support of lil/Sud rsspoasl hilit i* t 
outlined shove with respect to filing, typing, »sil, sad other types of 
©dadaist retire reouireraect# . 
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